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Introduction

The State of Hawabepartment of Taxation (DOTAs(pports aSimple File ImporfSFImethodthat allows
for the submission of Y LJt 2 &-Susifigispreadsheet progranBFwas made available through Hawaii
Tax Online (HTQ@pnuary2020.Thishandbookprovidesstepby stepinstructionsfor SFonly.

Thethree (3) W-2 submission methods are
1) SimpleFilelmport
2) Manual Entry
3) SSA-ileFormatUploadg SeePubEF10for details

Gontact Information

Forgeneralinformationandinquiriesrelatingto submittingW-2sthrough SFicontactusat 808-587-4242
or taxpayer.services@hawaii.gov

Fortechnicalinformationandinquiries,email ElectronidProcessingt tax.efile @hawaii.gov

Ourcontacthours areMondaythroughFriday7:45a.m.to 4:00p.m.HawaiiStandardTime (HST). Our
officeis closed on weekends and &lawaiiState holidaystHolidays which fall on Saturdasee observedon
the precedingFriday;holidays whicHall on Sundaysre observedon the following Monday.

HawaiiStateHolidays

New, S| DaR a Thefirst dayin January
Dr.Martin LutherKing,Jr.Day Thethird Mondayin January
t NBaABapy (aQ Thethird Mondayin February
PrinceJonahKuhioKalanianaol®ay Thetwenty-sixthdayin March
GoodFriday TheFridayprecedingeasterSunday
MemorialDay ThelastMondayin May
KingKkamehameh®ay Theeleventhdayin June
Independencéay Thefourth dayin July
StatehoodDay Thethird Fridayin August
LaborDay Thefirst Mondayin September
GeneraElectionDay Thefirst Tuesdayn Nov.followingthe first
Mondayof evennumberedyears
+S(SPayy aQ Theeleventhdayin November
Thanksgiving Thefourth Thursdayin November
Christmas Thetwenty-fifth dayin December
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General Information

1)

2)

3)
4)

If you are filing for a 2019 period and prior, an annual withholding3Wust be filed with your W
2s.

If you are filing for a 2020 period and forward, taenual withholding H\AB will not be required.
Instead, use the Submit A& Forms link which will be available under the periodic-HV4'
guarter filingperiod.

(a) If the withholding account is cancelled any time before thadarter, the submit \A2
formslink will be available under the last active quarter. The Submi Pérms link will
become available the next business day after the withholding accoganiselled via
HTO. Account cancellation(s) requested via paper submission may také&i teeeks
to process.

Amaximumof 1,000W-2smaybe imported throughthe SFI.
Multiple file imports per day are accepted.

Smple Filelimport Soecifications

To submit W2s using SFI on HTO, you are required to import a file created using a spregusigeam,
suchasMicrosoft Excebr download a copy of the VW& Worksheet for SFI at
https://tax.hawaii.gov/eservices/sfi/Y ourfile mustadhereto the following specifications:

4)
5)
6)

7)
8)
9)

Filetype mustbe Microsoft Excel.xIsx).

Thetitle of the workbookspreadsheetab mustbenamedbh a | A y €

File must contain all required information. Each row should represent one payee and each column
shouldrepresentone pieceof requiredinformation outlinedin the Simple File Import Layout
Sectionof this handbook.

Donot enter W-2 informationin thefirst row. Thefirst rowis forcolumnheadings.

Donot includeblankrowswithin yourdataset. Ablankrow is interpretedasthe end of yourfile.

If there is no dollar amount to enter, the dollar field mustfiled with a zero. All dollar amounts
mustbe positive.

Alldollarfieldsmust containa decimalif there are cents.

Donot include"$" or commas in anfield.

Donot includedashesn SocialSecurityNumbers(SSN).

10) If youare usingMicrosoft Excelo createyourfile andhavean SSNhat begins witha zero,placean

apostrophebeforethe zero.

11) Zip (column N) must be in 1234234 format. If you do not have the last 4 digits of the zip code,

four zerosmaybe entered.
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Smple File ImportLayout

Thefollowinglayoutdefineshow the simplefile shouldbe structured:

Column Field

A SocialSecurityNumber
CorrectedTrue/False)
CorrectedSocialSecurityNumber
LastName
FirstName
Middle Name
Suffix

I @ mm O O W

Street
Street2
Unit Type
Unit

City
State

Zip
County

TotalWages
HawaiilncomeTaxWithheld
PaymentdNot Included inTotalWages

w WO TV O ZZIr X u

PaymentNature

NOTE: (S) Payment Natufdoncash remuneration, and advances@mbursements for expenses and the

like, must be separately stated on Form WP ¢ KSaS ' Y2dzy1a &aK2dzZ R 6S NBLR
LyOt dzZRSR Ay ¢2GFt 21 3Sa¢é¢ O2ft dzyy | (iker&dreldfultipey SR A Y
noncash remuneratios, they may be combined on one line. Multiple entries may be created on the

worksheetif applicable. (SeeBookletA,9 Y LJ 2 Bau€oNidetbr additionalinformation)
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UploadingSFlon HTO

SFI Instructions for Tax Yea@20to Current

1) Create a .xlIsx file for import

2) Access the HTO account you are filing for

3) From the Withholding (H¥24) Account panel, select tlieriods and Returnknk.

Withholding
Form HW-14 Account 3o et

Wi 168-673.2800-01 ’

$0.00
Return (HW-14) Dec-31-2022 5

Jan-17-2023

4) Select the Last quarter for the filing year

Periods
Periods =
Period Filing Frequency flsdgnce Febarn Satus
Chusrberty F
Chusrberty S0.00 Mot Fiaed Fy
Chuarterty 8000 Mot Fied d

5) SelectSubmit W2 Forns.
6) On the following screen selektext

< Returns

Dec-31-2022
Withholding {HW-14) $0.00
WH-168-673-2800-01

EMPLOYERS R US

Period

Summary Period Activity

There has been no financial activity. There has been no activity.

Previous Next > «
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7) Method of Submission, sele8inple File Import
8) SelectNext

Withholding Annual W-2 Submission

Simple File Specifications

See g ¢ t Hardbook for specifications 10 prepare and Instructions how to submit your e

Cancel Save Draft

9) Selecitmport Simple File

10) SelectChoose File

11) SelectOKto import.

12) SelectNextif no errors are identified

Withholding Annual W-2 Submission

o L &

ntroduction Submission Method Hawaii W-2 Submission

Simple File Import
Select a file to import: X

Click the Import Simple File button to upload records. The data within yo purposes, only the last for digits of

the SSN will be displayed

Important
* Importing a second file will
* Recordsin el

[ Choose File |

Required

(a n(gl

SSN Last Name First Name Hawaii Income Tax Withheld

* A maximum of 1,0 ords may be importeg. Use the EFW2 submiss
To manually add a W-2 after the file is o ck Add W-2

T

Cancel Save Draft < Previous
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13) If errors are identified in your Import file, the following step error will be presented E3em's After File
Import for additional information SelectOK.

Step Error

@ This step must be corrected before mov g on.

14) Review the imported data populated on the submission.
a) No errors, seledhext
b) Errors identifiedcorrect the file Remport the corrected fileselectimport Simple FileThe
previously imported data will be overridden.

Withholding Annual W-2 Submission

o @ 2]

ntroduction ubrission Method Hawaii W-2 Submission

Simple File Import

Cl the Import Simple File button to upload records. The data within your file will be uploaded to the table below. For security purposes, only the last for digits o
the SSM will be displayed.
Important
on method to submit more than ecord

SSN Last Name First Name Hawaii Income Tax Withheld
/s X =010 TESTA EMPLOYEE1 100.00
s X T OYEE2 200.00
s x TESTC PLO 0
7 X 0404 TESTD EMPLOYEE4 400.00
4 Ro 1,000.00

== —
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15)Review the Summary step. If the presented is correct, s€lebmit Note: if additional updates are
needed, selecPrevious

Withholding Annual W-2 Submission

Summary

Cancel Save Draft € Previous Submit

16) Enter your HT®assword
17) SelectOK

Withholding Annual W-2 Submission

Irtraductsan Submission Method Harmani W-2 Subsmissicn

Surmenary

Confirmation
Summary

Murriner of HW-2 Formg x i T,
Declaration: | declare under the penalties set forth in section 231-36, HRS, that this is
4 a true and oo

turn, prepared in acc

ce with the withholding provisions of

the Hawail Income Tax Law and the nules iss Eherewnder

Tatal Wages Shown on 1
100,000.00

Total Hawall Income: Tax

1,000.00

Cancel Save Draft ‘Pmriwim
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18) To printa summary of your submissidor your recordsscroll down andgelectPrintable View

Confirmation

Withholding Annual W-2 Submission Submitted

Your submission is complete. You may save this page for your records.

Submission Type Withholding Annual W-2 Submission
Submitted Jan-03-2023

Confirmation Mumber 1-866-300-285

Name EMPLOYERS R US

o} WH-165-673-2600-01

Filing Period Dec-31-2022

E-mail Notification
An e-mail has been sent confirming Wour submission. An @-madl will be sy
TaxDoMotReply@hawailgov to your address book to ensure delivery of emails.

e your submission has been processed. Add

Want to View, Edit, or Cancel Your Submission?
‘You can access your submission at any time. To do so, from the main page select the More... tab and select Search Submissions. Your
submrission will process by end of day. Until then, you can modify or remove the submission when viswing it.

Contact Us
To send us a message while signed in to Haw
may also use our contact infommation below,

iaii Taw Online, fram the main page select the More... tab and select View Messages. You
Please note that call volumes ane higher near filing deadlines and you may experience delays
Hours of Operation T:45am - 4:15pm

Phone 505) SET-4242

0l Free

Printable View

Back to Previous Screen
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SFI Instructions for Tax Yea@&l9and Prior
Submit W2 via HW3
1) Create a .xIsx for upload
2) Access the HTWithholding Reconciliationaccount
3) Fom the Withholding Reconciliation (H8J Account panel, select tHeeriods and Returnink.

Withholding Reconciliation —
Account |> eriods and fReturms |
Form HW-3
WH-056-245-3TR0-0TR

EMPLOYERS R US

830 PUNCHBOWL 5T

HOMNOLULU Hi 96813-5095 ${} 00

Opened on Jan-01-2019
-

Return (HW-3) Dec-31-2019 i’

Annua

Mar-02-2020

4) SelectFile Return
5) On thefollowingscreen selecNext

Periods

Periods =

Period Filing Frequency Balance Return Status

Annual $0.00 Not Filed

Previous Next >
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6) Selectyesfor Do you have any employee-WQ a

g2

7) Method of Submission, seleBimple File Imprt.

8) SelectNext

NE LJ2 NI K

HW-3 Tax Retumn

Simple File Import

Creating a Sinphe File

Simpie File Specifications

Cancel Save Draft

© Mot O sty |§imp|é File Import | «

! e

9) Selecimport Simple File

10) SelectChoose FileSelect the file to import
11) SelectOKto import the file

12) SelectNextif no errors are identified

HW-3 Tax Return

Simple File Import

Click the Impart Simple File
purposes. only the last for dig

IMPORTANT:

y add a er mporte:
Import Simple File

W-2 Submissior

(]
- m_@e to import:

Choose File |[No file chosen

Required

Cancel

W-2 Detail

S8N:; Last Hame:

Cancel Save Draft

First Name:

Hav #

¢ Previews
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13) When errors are identified in the imported file, the followed step error will be presented Esees
After File Imporfor additional information on error correction. Seléok

Step Error

@ This step must be corrected before mow g o0

14) Review the data populated on the HB\step. Complete the lines pertinerd filing the HW3.

- SelectNextor
- SlectPreviousif corrections to the data are needed

If applicable, enter penalty and interemssessed on periodic returns and include the amounts on the
Total Payment of Taxes Withheld line.

HW-3 Tax Return

Total Amount Due and now Payable

Cancel Save Draft
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15) If a payment is due (total amount due and payable is greater than zero), the Return Payment step will
be presented.
a) SelectYesto make a bank accounayment.
b) Payment bycredit card, selecNo. Payment by credit card is available on the confirmation page,
after the return is submitted.

HW-3 Tax Return

© © © © o

HW-3 for Dec-31-2019 Hawaii W-2 Submission Hawaii W-2 Submission HW-3 w-m
Method
& Total Amount now Due and Payable Ml Make a Payment
Returm: -2 indudean ves No
Filing Period: Dec-31-2019 ACH-enabled

Bank Account
Amount Due: §1,000.00 Payment?

*Credit Card Payments are available after submission (with a service

fee)

Make sure your financial institution allows ACH debit transactions from: State of Hawaii, Department of Taxation - ID# 6950303111

Your payment may take up to two business days to be debited. We must impose a §25.00 nonwaivable penalty for payments which are dishonored for any reason (HRS Section 40-35.5).
Please check with your finandial institution for the correct information to allow ACH payments before clicking Submit below.

Please see the instruction booklet for additional information on Interest and Penalty charges.
« Failure to (timely) file tax return: A penalty of 5% per month, or part of a month, up to a maximum of 25% shall be assessed on the unpaid tax
« Failure to pay after filing timely filed retur: A 20% penalty shall be assessed on the unpaid tax.
» Failure to pay by EFT or pay timely by EFT: For taxpayers required to pay by EFT, a penalty of 29% shall be assessed on the amount of tax due
* Interest at the rate of 2/3 of 1% per month or part of a month shall be assessed on unpaid taxes and penalties.

16) To make a credit card payment, scroll doand selectMake Credit Card Paymen¥ou will be
directed to athird-party site to enter your Credit/Debit Card payment informatiédmonrefundable
conveniencdee will be automatically added to the credit card payment. Credit Card paynoamisot
be cancelledonce submittedCancellations need to be handled with the Credit Card Provider.

17) To print a summary of your submission for your records, scroll down and &elatable View

Confirmation

HW-3 Tax Return Submitted

E.mail Notification

Want to View, Edit. or Cancel Your Submission?
{25 o &ty teme the Move. tal snd seledt Sesach Submistions. Four subsuston will process by end of Sy, Untd then, you Ca

Contact Uy
o send us e sehect the Miore... sk snd select View Messages. Fou may also use our contact information below. Plesse note

Miskee: Creciit Caod Payymaomt

Pn‘hlk!rn
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Errors After File Import

W-2s needing additional attention are indicated in vaisavays.
1) SelectShowHErorsto seeonly errored rows.(SelectShow Allto return to complete list)

2) The erroredow is identified with®

3) The specific @ld is identified witk o

55N l Last Name Farst Name Hawas Income Tax Withiheld

Piease enber a valid Social Seourity Mumber

4) After selecting an errored VE; the detail screen will be presentedntil all errors are corrected,
continue selectinghe errored W2s. Do notselect next until all errors have been corrected.

V-2 Detads

Employes Infarmation
L

Please enter a valud Social Security Numbser

Format 999-99-9993

h‘l'pll'.v'.-rr Address

i

Incomplete

| weemae Format: 99599-9977
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Helpful Tipsto Prevent Erors

To prevent records from going into error, here &epfultips when creating your simple upload
spreadsheet file:

1)
2)

3)

Do not include dashes in Social Security Numbers.

A full zip code is required (e,d23451234). If you do not have the last 4 digits oé trip code, four
zeros may be entered.

If the value in Total Wages (column P) equals zero, then Payments Not Included in Total Wages
(column R) and Nature of Payment (column S) must be present.

Do not include blank rows within your data set. A blank rointexpreted as the end of your file.

If there is no dollar amount to enter, the dollar field must be filled with a zero. All dollar amounts must
be positive.

All dollar fields must contain a decimal if there are cents.

Do not include "$" or commas in afigld.

If you loaded a file and did not submit it, do not load another file. The new file will override the
existing information.
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